Human Resources Division (HRD)
Guidelines for Executive Order 520
Issued February 18, 2010

Leave For Commonwealth Employees to 
Assist Relatives in Haiti
http://www.mass.gov/anf/docs/hrd/policies/leave/haiti/haiti_leave_guidelines.doc
I. PURPOSE
Commonwealth employees who have relatives in Port au Prince, Haiti (or the surrounding area), who were killed, injured, or lost their real or personal property in the January 12, 2010 earthquake or aftershocks that occurred since that time may apply to their agency for paid leave to travel to Haiti to provide assistance to their living relatives.  This supplements any eligible bereavement leave time to make funeral arrangements in the cases where a covered family member has passed away.     
II. DEFINITIONS
Assistance: To directly care for or provide psychological comfort to relatives (see definition below). 

Commonwealth employee:   Any executive branch employee actively employed as of January 12, 2010 (not on a leave of absence or suspension) including MA DOT, who accrues leave time from the Commonwealth.  Seasonal employees only qualify if they were scheduled to be working during the time they are applying for their leave.
Leave bank:  Those vacation or personal hours donated by agency employees to a specific co-worker in their own state agency traveling to Haiti to assist relatives. 
Relatives: 
Any first degree (spouse, parent, sibling, child) or second degree (grandparent, grandchild, uncle, aunt, nephew, niece, half-sibling) relative, by blood or marriage.

III. ELIGIBILITY 
An employee who has relatives in Port au Prince, Haiti (or the surrounding area) who require assistance may apply to their Agency Head for paid leave pursuant to Executive Order 520.     

The employee shall specify:

1. The identity of the relative(s) that requires assistance.

2. The degree of relative (s).

3. The location of the relative (s).

4. The duration of the leave (s).

If it is operationally feasible and there is no doubt as to the validity of the request, the Agency Head may approve the leave request and notify agency employees that they may contribute to the requesting employee’s leave bank. Upon the employee’s return the agency may request documentation (plane ticket or passport/visa stamp) to verify the absence.
Employees requesting leave under these guidelines shall provide the agency with a minimum of fourteen days notice, or soon as practicable. 

IV. ESTABLISHMENT OF BANK
The agency head will notify all agency employees (or secretariat employees if the secretariat human resources director notifies HRD this is the model they will be using) that they may donate their vacation or personal time to an employee who has been approved to travel to Haiti to assist a relative.  
A form indicating the type and amount of leave that is needed should be included with the employee notification.These donated hours are confidential and not refundable. Donations may be made in hourly increments rather than whole days.
Leave Request form: http://www.mass.gov/anf/docs/hrd/policies/leave/haiti/haiti_leave_request_form.doc
Leave Donation form:

http://www.mass.gov/anf/docs/hrd/policies/leave/haiti/haiti_leave_donation_form.doc
The agency shall maintain the leave bank on behalf of the employee.  The agency will notify the employee the number of days donated on their behalf while maintaining donor confidentiality.  Once the bank reaches the number of days requested by the employee (not to exceed 130 donated vacation and/or personal days), the agency shall not permit/process additional donations.  The donated time cannot be applied retroactively prior to the 1/28/10, the date the Executive Order was signed. 
In the event that the amount of donated leave is less than the duration of leave requested by the employee, the employee may utilize their own vacation or personal time. Under no circumstances, may an employee receive paid time off for periods of time in excess of their own leave bank or the employees own vacation or personal leave balances. 

The agency will maintain an accounting of the leave bank and the employee’s usage.  
In the event the employee returns to work without having utilized all the donated leave, the remainder of the bank will be donated to the Extended Illness Leave Bank.
V. DURATION

The approval of the duration of an employee’s leave of absence may be based on operational need of the agency.  A leave of absence for employees traveling to Haiti to provide assistance to relatives may not exceed 26 weeks. 
Leave time will not be granted for time past a scheduled retirement date or layoff date. All leave banks shall expire no later than January 29, 2011 or an earlier date if Executive Order 520 is rescinded.
VI.
HUMAN RESOURCES ISSUES
An agency must complete a Group Insurance Commission Form 1 for employees on Haiti leave indicating reason for the leave and send the form to GIC.  
Quarterly reports on donations and withdrawals should be submitted to HRD. The first report is due May 1, 2010.  Entering the word “Haiti” in the comments field for donations and use of donated time would help with tracking as the comments can be queried from the Warehouse.

For time reporting purposes, donations will be processed using the following codes:

· “PA-” for personal leave and furlough donations.  Write in the comments section “Haiti”

· “VA-” for vacation leave donations.  Write in the comments section “Haiti”.

The employee awarded the leave time will be coded with the hours) Write in the comments section “Haiti” for ____ (the name of the employee to whom the donated time is awarded). 
· “CA+” (Comp Time Adjustment- Increase) is the code indicating that the employee has received the donated time. Write Haiti in the comments section. The employee receiving the donated time will have an increase of hours in his/her comp time balance.  
· “CMT” (Comp Time Taken -Decrease) is the code indicating that the employee is using the donated time.  Write in the comments section “Haiti”. 

If the employee is taking care of an eligible family member in Haiti who has a serious health condition as defined under the FMLA, the time should be counted and designated as FMLA time as well.

VII.
RESOURCES
· Executive Order 520 http://www.mass.gov/Agov3/docs/Executive%20Orders/executive_order_520.pdf
· Leave Request form http://www.mass.gov/anf/docs/hrd/policies/leave/haiti/haiti_leave_request_form.doc
· Leave Donation form

http://www.mass.gov/anf/docs/hrd/policies/leave/haiti/haiti_leave_donation_form.doc
· Questions should be directed to the HRD Policy Unit at 617-878-9710.
